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Topic 5-1:
Cash Journal Summary

Print Cash Journal

Topic 5-1:
Cash Journal Summary

Print Cash Journal

• To print a summary listing of the 
transactions entered in the Cash 
Journal, use the Print Cash Journal 
button on the FBCJ, Cash Journal 
Screen.
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To view and/or print a report of the entries on a specific date or 
period, select a single date or a range of dates in the Display 
period of the cash journal.  

Click on the Print cash journal button.  

Topic 5-1:
Cash Journal Summary

Print Cash Journal – Transaction FBCJ

Topic 5-1:
Cash Journal Summary

Print Cash Journal – Transaction FBCJ
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Topic 5-1:
Cash Journal Summary

Print Cash Journal – Transaction FBCJ

The report will be displayed in single line format.  To view 
additional line item data click on the                   Document icon.
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Topic 5-1:
Cash Journal Summary

Print Cash Journal – Transaction FBCJ

Additional information for each line item will be displayed.  To
customize your report select the          Current display icon. 
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Topic 5-1:
Cash Journal Summary

Print Cash Journal – Transaction FBCJ

The header fields only will be initially displayed.  To access the line 
item fields, click on the Position button.
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Topic 5-1:
Cash Journal Summary

Print Cash Journal – Transaction FBCJ

Select the fields to move in or out of the report by highlighting and 
clicking the center arrows.  

Once the report is formatted, it can be saved as a variant for future 
use. 
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Topic 5-2:
Cash Journal Query 
Transaction ZCAJO

• Transaction ZCAJO is an 
interactive query that provides a 
comprehensive reporting tool for 
cash journal entries.

• Transaction ZCAJO can be 
accessed from the menu path 
Special Transactions and Reports 
> Accounts Receivable. 
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Enter Transaction ZCAJO in command box.

Note: ZCAJO can be added to your Favorites via the Menu:  
Favorites>Insert Transaction.

Steps 1 – 3 on the following pages must be completed to 
execute the report successfully.  Additional selection 
criteria may be  used as needed.

Topic 5-2:
Cash Journal Query
Transaction ZCAJO

Topic 5-2:
Cash Journal Query
Transaction ZCAJO
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

1. Enter Cash Journal number, Posting date(s) and CAJO 
Item type.  The item type will be O (alpha).  

• If your agency maintains multiple cash journals, a 
range can be used to access data from all journals.

This will 
always be 
the letter O
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

2.  Enter Document Status, or use look up icon to select. To view all 
entries enter a range of document status of P-S.  For posted documents
only, be sure to include P and R.
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

3. Enter any additional selection criteria to restrict results as 
desired.

4. Click on the execute icon.
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

The report executes with all available fields displayed. 
Existing variants may be selected by clicking on the 

Change Layout icon.

User specific variants can be created by clicking on the Save
variant selection after the desired layout changes are completed.
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

Select fields to be hidden and use arrows to move the 
fields from “Display fields” to “Hidden fields”.

Fields can be moved back and forth and placed in the
order preferred.   

When satisfied with choices, click on the green check.
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

To save variant, click on the Save icon.

Name the variant.  

The User-specific box should be checked.  

Check the Default setting box if you want the report to 
default to these settings each time it is executed.
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

To sort the data, highlight a desired column heading for sort,
then click on the ascending or descending sort icon.

Sorting

Select fields for sorting by using arrows in the center of
the Define Sort Order box, and click on the Copy 
button.   Report will sort according to choice made.
Multiple sort criteria may be selected.
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Topic 5-2:
Cash Journal Query
Transaction ZCAJO

To subtotal by a particular field, highlight the column desired 
and click on the subtotal icon. 

Subtotaling

Note:  Multiple fields may be selected for subtotals (i.e., total by fund, 
internal order, etc.)
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Topic 5-2:
Cash Journal Query
Transaction  ZCAJO

Exporting to Excel

From the Menu, select List>Export then select Spreadsheet.

Note:  Sorting and subtotal formatting will not transfer to   
Excel. 
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Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

Transaction FB03 can be used to locate a 
receipt by Reference field.  The reference 
field in the cash journal has been designated 
to contain the check number, money order 
number or other identifying information to 
assist in locating the payment document.   
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Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

1. If Reference no. field does not appear on the initial screen of 
FB03, click on the Editing Options to add this field.
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2. Select “Reference no.”. 

3. Click on the Save icon.

4. Message will display at the bottom of the screen:

Note:  User performs these steps one-time.

Topic 5-3:

Using Receipts Header Data to Locate Documents 

Transaction FB03

Topic 5-3:

Using Receipts Header Data to Locate Documents 

Transaction FB03



Cash Receipts and Deposits, Version 2.1

Page V-23Core Curriculum
ASC Support Center, V 3.0
July 2003

Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

Using FB03

6. Enter money order number, check number, or other 
text/number.

7. Click green check icon.

8. If more than one entry includes the same reference 
data, the following message will appear:
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Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

10. Click on a document to view.

11. Click on a line item to view.

Note: Example document above represents a 
document that has been reversed.  
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Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

12. Click on the header icon for additional details.
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Topic 5-3:

Using Receipts Header Data to Locate Documents

Transaction FB03

13. Header information appears.  Note: Internal cash 
journal document number and cash journal 
number appear in Reference key field.  

14. Click on green check icon to go back to line 
items.
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Topic 5-4

GL Report with Customer Data

Transaction ZFIN

ZFIN is a transaction that will produce a 
report of receipts by GL account.  This is 
the only transaction that will produce a 
report containing customer and GL data on 
the same lines.  
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Topic 5-4

GL Report with Customer Data

Transaction ZFIN

This report may be generated for a single GL account, a group 
of selected GL accounts or a range of GL accounts.  It can be 
generated by fund, document type and/or document number.

For multiple single selections, click on the “multiple selection” 
arrow.

Enter as much selection criteria as possible.  The more specific
the search is set, the more efficiently the report will execute.



Cash Receipts and Deposits, Version 2.1

Page V-29Core Curriculum
ASC Support Center, V 3.0
July 2003

Topic 5-4

GL Report with Customer Data

Transaction ZFIN

Topic 5-4

GL Report with Customer Data

Transaction ZFIN

To customize the report layout, click on the change 
layout icon. 

Click to remove columns not needed.
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Topic 5-4

GL Report with Customer Data

Transaction ZFIN

Columns can be removed from view by highlighting the line 
and clicking on the single arrow.

Click to hide.
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Topic 5-4

GL Report with Customer Data

Transaction ZFIN

Once all fields to be hidden are selected, click on the Copy 
button.  Hidden fields will not be displayed on the report.
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GL Report with Customer Data

Transaction ZFIN

Descending.

Data may be sorted in ascending or descending order by 
selecting the column and clicking the appropriate sort icon.

Ascending.
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GL Report with Customer Data

Transaction ZFIN

Data may be subtotaled by selecting the column description 
to be subtotaled then clicking on the subtotal icon.
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Move columns, check subtotal, then click Copy.

Topic 5-4
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Topic 5-4

GL Report with Customer Data

Transaction ZFIN

Data may be subtotaled by multiple criteria by selecting the 
Subtotal icon.  Highlight the column headings and move to 
the “Sort fields” column in the order in which the report is to 
be subtotaled.  Check the subtotal box for the field selections 
to be subtotaled.  Columns may be selected for sorting 
without being checked for subtotal.
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GL Report with Customer Data

Transaction ZFIN

This example has been subtotaled by Posting date.
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Topic 5-4

GL Report with Customer Data

Transaction ZFIN

To further define the report, filters may be used.   To set a 
filter, select the funnel shaped icon.
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Select, highlight.

Move.
Click.

Topic 5-4

GL Report with Customer Data

Transaction ZFIN

Topic 5-4

GL Report with Customer Data

Transaction ZFIN

Indicate the criteria for the filter by moving the column header
from the field list to the filter criteria list.
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GL Report with Customer Data

Transaction ZFIN

To set the parameter for the filter, type in a single value or 
value range.  You may also select multiple single values or 
value ranges by clicking the arrow to the right of the selection
line.

NOTE:  THESE FIELDS ARE CASE SENSITIVE

Anything typed in ALL CAPS on the report will have to be 
entered in ALL CAPS on the filter criteria selection screen.

Enter selection criteria, then click.
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GL Report with Customer Data

Transaction ZFIN

Filtered data will be displayed.  The report may be printed or exported to local 
files as desired.

Filtered data will be displayed.  The report may be printed or exported to local 
files as you desire.

Select the “Print Preview” icon to view the report as it will be printed.
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• The ZCAR report can be used to view the same data contained in the ZFIN report 
but can be executed by customer number.   Procedures for execution and 
customization will be the same as in Topic 5-4 for the ZFIN report.

• Below is an example of the ZCAR use/results.  

Topic 5-5

Customer Report with GL Data

Transaction ZCAR

Topic 5-5

Customer Report with GL Data

Transaction ZCAR

To run a report for customer open items for a specific period, 
enter the ending date of the period, your business area and 
the customer number range 6000000000 to 998999999.
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1.     When report executes, click on the current display icon.

2. Select /Cust AR Layout.

3. Green check.

This variant will produce a report of open items that will 
tie to the FBL5N open items report.  The ZCAR will 
contain fund information not available on the standard 
customer reports.

Topic 5-5

Customer Report with GL Data

Transaction ZCAR

Topic 5-5

Customer Report with GL Data

Transaction ZCAR


